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Re-TRAC™ - Georgia Solid Waste Survey User 
Guide 

 

This document is intended to help guide survey users in Georgia 
through the process of submitting their “Solid Waste Survey” 
information. If you have any additional questions that are not 
discussed in this document, please contact: 

Kenny Dove 
Georgia Department of Community Affairs 
Office of Environmental Management 
404-679-3144 
kdove@dca.state.ga.us 
 
 

Step 1 - Logging In 
 

Go to the login screen at http://my.re-trac.com. Insert the user-
name and password provided to you by the Georgia Department 
of Community Affairs – Office of Environmental Management. 
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Step 2 - Home Page 
 

After logging in you will automatically be taken to your home 
page. This screen gives you access to all of your survey input 
screens. You can access your home page at anytime by clicking 
on the “Home” link located on the top menu bar. 

 

 

 

 

 

 

 

 

 

 

Menu bar 
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Step 3 - Entering Data 
 

In order to successfully submit your information, you must 
complete all 12 surveys listed on your home page.  To input 
information in a survey, click on the survey desired and the 
survey will be displayed. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click link 
to fill out 
survey 

Indicates no data has 
been submitted 
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Clicking on a survey link will take you to the survey input screen. 
Note that surveys do not need to be filled out in the order they 
appear on the screen.  An example of a survey data entry screen 
is shown below. 

 

 
 

It is import after filling out a survey screen to click on the submit 
button. Failing to do this will result in lost data. 

 

Click the 
“Submit” 
button to 
save your 
responses 
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Additional questions will be displayed on the screen based on a 
specific response to an existing question. An example is shown 
below. 

 

 
 

Additional 
questions are 
displayed after 
selecting “yes” 
to question 2.1 
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There are questions throughout the different survey screens that 
require you to add multiple facilities an example of this is shown 
below. 

 

  

 

After you add a new facility you will see a screen similar to the 
one seen below. 

 

 

New 
facilities 
will appear 
across the 
top 

The text you 
type in the 
“name” field 
will display 
at the top of 
each tab  
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Once you have completed a survey and successfully submitted it 
you will see a screen similar to the one below. 

 

 

 

 

Repeat the above steps for surveys 1 thru 12 to successfully 
complete the Georgia solid waste survey. 

A green check mark indicates that data has 
been submitted successfully 
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Step 4 - Finalizing Data 
 

Once all the surveys have been successfully submitted click on 
the “Finalize All Data” link found on your “Home” page. 
Clicking on this link will lock all of the survey screens so that no 
further data can be entered. An email will also be sent to your 
Re-TRAC administrator notifying them that your surveys are 
completed. If any changes need to be made after your data has 
been finalized you will need to contact your Re-TRAC 
administrator to unlock your survey screens. 

 

 

 

 

 

Lock icons will appear after the data has been finalized. 

 

 
 

Click on the “Finalize All Data” when all 
survey have been completed 

Indicates the survey screen is locked and 
no data can be entered 


